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1) Principal's Welcome Message 


On behalf of the management and staff, we welcome you to Barclyne College 
International (BCI). We truly hope to inspire you in meeting your educational needs 
even as you aspire to succeed. 


Here at Barclyne, we are committed to deliver top-quality programs that will provide you 
a competitive edge in society. We hope to achieve this by providing you with a caring, 
responsible and respectable learning environment that encourages students to develop 
the best of their educational abilities. 


We are also committed to ensure your welfare is well-looked after during your academic 
pursuit in Singapore. In this regard, we have in place, proper welfare systems and 
practices to provide assurance to international students and their parents that the 
College adheres to the requirements of the Committee for Private Education (CPE). 


Lastly, we thank you for selecting us as the college of your choice. Your confidence in 
us will not be in vain as we seek to serve you with passion and enthusiasm. 


Regards 


Mr. Jackie Liu 
Principal 


2) College Operating Hours And Administration 


Mondays to Fridays  : 8.30am to 5.30pm 


The College closes on Weekend and Public Holidays 

College Contact Details 

Name : Barclyne College International Pte Ltd 

Address : 10 Anson Road, #27-17, International Plaza, Singapore 079903 
Telephone : +65 6100 1995 


Website : www.barclyne.edu.sq 
Wechat m ^: barclyne 


1-2 January 23 
22 - 24 January 23 
25 - 29 January 23 
18 February - 12 March 23 


7 April 23 
22 April 23 
1 May 23 
3 June 23 
4 June - 2 July 23 
29 June 23 
9 August 23 


23 September - 15 October 23 
12 - 13 November 23 
25 November - 31 December 23 


25 December 23 


3) BCI Terms & Holidays (Year 2023) 


New Year’s Day 
Chinese New Year 


Barclyne Holiday (Chinese New Year) 


Cambridge Holiday 


Good Friday 
Hari Raya Puasa 
Labour Day 
Vesak Day 
Cambridge Holiday 
Hari Raya Haji 
National Day 


Cambridge Holiday 
Deepavali 
Cambridge Holiday 


Christmas Day 


4) General Information For Students 


The EduTrust Scheme for Education has been customized specially by Committee for 
Private Education (CPE) for the private education industry in Singapore since December 
2009. The scheme aims to enhance the confidence of international students and their 
parents in the quality of private education in Singapore. The Scheme also aims to put in 
place proper systems and practices to look after the welfare and interest of international 
students in Singapore. 


We provide in this Handbook relevant information that impacts the international 
students following the implementation of the EduTrust Certification Scheme for 
Education and to bring to our students' awareness of the policies and practices that are 
to be adopted by all Private Education Institutions (PEIs). 


We have designated staff to assist our students on matters that pertain to courses, fees 
or on student welfare matters so that they can devote full attention to their studies. 


5) About Singapore And Its Laws 


Singapore prides itself in being one of the safest countries in the world and one of the 
cleanest and greenest cities as well. Singapore enjoys a great tropical climate of an 
average 27 Degrees Celsius all year round. And there is so much to do. The trendy 
inexpensive shops and cafes of China town, Boat Quay and Holland Village are a short 
distance from the College. The famous Orchard Road shopping hub is just minutes from 
taking the Mass Rapid Train. Or maybe you would like to take a bus ride to Newton 
Circus, where you can enjoy the most delicious local food available in the country. 


Singapore life spills onto the streets and into the parks with street markets and 
carnivals, open- air restaurants and cafes and plays all under the stars. It is a 
sophisticated city too, offering world-class opera, theatre, and classical concerts and 
entertaining night lives. And if you want a change to something more peaceful and 
natural it does not take long to escape the cosmopolitan life. Just half and hour by car 
or bus is the Singapore Zoological Gardens, with magnificent greeneries and wildlife at 
your doorstep. The island Sentosa also serves as a relaxing retreat where you can enjoy 
the beach, theme park, or visit historical sites of the country. Live it up, Singapore. 


Relevant Singapore laws especially those relating to ICA and Ministry of Manpower need 
to be noted and observed. This include, but are not limited to, immigration 
requirements, laws on driving, drugs and alcohol abuse, employment, smoking, traffic 
and littering. 


Relevant Law 


Immigration 


BE 


All international students studying in Singapore must 
have a valid passport and a Student Pass from the ICA 
(Immigration and Checkpoint Authority). 


Employment 
Iff 


International students are not allowed to work in 
Singapore. 


Driving 
2506 


All drivers must be in possession of a valid Singapore 
driving license and the vehicle must be insured. 


Drugs 
2500 
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Possession of Controlled Drugs is presumed to be for 
trafficking, an offence which can carry the death penalty. 


Alcohol Abuse 
тА FH 


Any offense committed while being intoxicated (drunk) is 
punishable under the law. Drunk driving is a serious 
offence. 


Smoking 
Fh DI] 


Smoking in specific public places and indoor restaurants 
is prohibited. 


Traffic 
5318 / Oi 


Jay walking is an offence. 


Littering 
Zn 


Littering, spitting and vandalism (with graffiti) in public 
areas is a serious offence. 


Vandalism 
B YR 


Under the Vandalism Act of Singapore, it is an offence to 
commit any act of vandalism to public and private 
property without the property owner's written consent. 


IMPORTANT POINT: Ignorance Of The Law Is No Excuse To Break The Law, The 
Responsibility Lies On Everyone To Know The Law. 


Our Mission, Vision, Culture, Values & Commitment To 
Quality Courses 


Our Mission is to prime every learner for success through value-driven education. 


Our Vision is to be a premium international institution empowering individuals and 
transforming lives. 


Our Culture: Providing education from our heart is the core spirit and soul of BCI. We 
would honour the undertaking work we do, hungry to succeed and passionate to 
achieve; we embrace the unknown, fearlessly taking risks, confident in our ability to 
deliver results. We tenaciously persevere, surmounting obstacles with grit and 
determination. We delight in presenting premier quality in all we offer. A true team, we 
work together to routinely please our customers, surpass our record achievements, and 
drive our organization to greater success. Like a family, we are united by an unspoken 
pledge, bound by our convictions. Above all, we find joy in our work, and in serving the 
college and our customers. 


The Core Values of the college and its meaning are as follows: 


Being We treat our peers, families & the community with respect, and 
Respectful | conduct ourselves in a manner worthy of respect by others. 


Driven to | We believe we can always do better, so we persevere in our 
Succeed journey towards excellence. 


Adaptable | We are constantly learning & working with others to adapt to new 
to Change | conditions, or identify new ways to progress. 


Our commitment includes: 
1) Delivering a range of top-quality, well-accredited programs in collaboration with 
prestigious partners worldwide; 


2) Ensuring that these programs are relevant to society's present and future needs 
with a strong industry focus; 


3) Procuring first-class, purpose-driven programs that will give our students the 
competitive edge in society; 


4) Developing curriculum that is unparalleled in quality; and 


7) Providing a caring, responsible and respectable learning environment that encourages 
students to develop the best of their educational abilities. 
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Course & Miscellaneous Fees 


Course fees depend on the type and length of course selected. For more details, please 
check through our website www.barclyne.edu.sg or contact our Education Consultants. 


8) Payment Methods And Schedule 


A. Our College accepts the following modes of payment: 
e Cash 
Cheque 
Cashier's Order 
Telegraphic Transfer in Singapore Dollars 
Electronic Transfer 
Internet Banking 
Flywire 
PayNow 
WeChat Pay 
Alipay 


For cases where students pay the fees in installment, the College will inform 
students on payment schedule accordingly (refer to Standard Student Contract for 
details). 


9) Refund Policy & Procedure 


Refund Policy 
A. Refund for Withdrawal Due to Non-Delivery of Course 


BCI will notify the student within three (3) working days upon knowledge of any of 
the following: 


1) It does not commence the Course on the Course Commencement Date; 

2) Itterminates the Course before the Course Commencement Date; 

3) It does not complete the Course by the Course Completion Date; 

4) Itterminates the Course before the Course Completion Date; 

5) It has not ensured that the Student meets the course entry or matriculation 
requirement as set by the organisation stated in Schedule A within any 
stipulated timeline set by CPE; or 

6) The Student's Pass application is rejected by Immigration and Checkpoints 
Authority (ICA). 

The Student should be informed in writing of alternative study arrangements (if 

any), and also be entitled to a refund of the entire Course Fees and Miscellaneous 

Fees already paid should the Student decide to withdraw, within seven (7) working 

days of the above notice. 


Refund for Withdrawal Due to Other Reasons 


If the Student withdraws from the Course for any reason other than those stated in 
Clause 2.1 of the standard student contract version 3.1, BCI will, within seven (7) 
working days of receiving the Student's written notice of withdrawal, refund to the 
Student an amount based on the table in Schedule D of that contract. 


The said Schedule D reads as follows: 


% of [the amount of fees | If Student's written notice of withdrawal is 
paid under Schedules B received: 
and C] 


more than [15] days before the Course 


70% 
ee) Commencement Date 


before, but not more than [15] days before the 


0 
[60%] Course Commencement Date 


after, but not more than [7] days after the Course 


0/ 
[59%] Commencement Date 


more than [7] days after the Course 


% 
[9%] Commencement Date 


Refund During Cooling-Off Period 


BCI will provide the Student with a cooling-off period of seven (7) working days after 
the date that the Contract has been signed by both parties. 


The Student will be refunded the highest percentage (stated in Schedule D) of the fees 
already paid if the Student submits a written notice of withdrawal to BCI within the 
cooling-off period, regardless of whether the Student has started the course or not. 


Conditions for Cancellation of Course and Refund 


BCI reserves the right to cancel a course if the student number is four or less in which 
case the refund policy above applies. The College will inform students of the 
cancellation of course not less than three (3) working days before the course 
commencement. In such a case, the application fee will also be refunded within seven 
(7) working days after the announcement of cancellation of course. 


Non Refundable Fees 


The following are non-refundable: 


1) Application Fee. However, in the circumstance where BCI has decided not to 
commence a course, the application fee will be refunded within seven (7) working 
days after the student is notified, unless the student takes up alternative study 
arrangements with BCI. 


Miscellaneous Fees paid to the College. However, a refund will be made for the 
scenarios in a 'Refund for Withdrawal Due to Non-Delivery of Course' above. 


Third parties charges e.g. Bank charge, AEIS registration fee, ICA Student Pass 
application fee and Issuing Fee. 


No refund of any fee if the student has committed an offence and is expelled by 
BCI after due process of investigation by a Disciplinary Committee set up by the 
Principal. 


Refund Procedure 


ВСІ'5 refund procedure covers the following commonly occurring situations: 


1) School's non-performance. 

2) Immigration and Checkpoints Authority does not approving the student pass. 
3) Student changes his mind during the 7 working days cooling off period. 

4) Student's withdrawal. 


The procedure for student initiated refund (due to Student's withdrawal / change of 
mind during 7 working days cooling period, etc.) is as follows: 


1) 


2) 


3) 


When the student intends to withdraw from course, the student needs to inform 
Student Service Executive. 


Student Service Executive will find out reason of withdrawal, explain about the 
student pass cancellation matters, and administer the end course survey. Admin 
Manager will calculate the amount for refund (if eligible). 


Student Service Executive will generate Withdrawal / Transfer / Cancellation 
Application Form via Student Management System and print it for student to sign. 
If student is below 18, parent / guardian consent for the withdrawal application is 
needed as well. 


The Principal may interview the student to understand his situation. 

Principal signs the form and then passes the case to the Student Service Executive. 
The Student Service Executive attends to the various withdrawal matters including: 
e Update attendance records. 

е Print and issue Student's results and Attendance Report. 


At the same time, the Admin Manager will administer the following matters: 
Update CPE FPS Data File 1. 


Inform ICA to cancel the student's pass. 
Inform the FPS provider within 3 working days. 


Refund course fees, if any. 


The procedure for a college initiated refund (due to BCI not performing / ICA not 
approving the student pass, etc.) is as follows: 


1) 


2) 


After the Principal/ Management Team decides not to commence the course, the 
decision will be cascaded down to students and Education Consultants within three 
(3) working days. 


Education Consultant provides the Student with information and written details of 
the alternative confirmed course arrangement to allow the student to make timely 
and appropriate decision on the alternative arrangement. In the case of the 
rejection of ICA student's pass, the Education Consultant will counsel the student 
with information and details of the alternative confirmed course arrangement. 


If the student accepts the alternative arrangement, the Education Consultant will 
terminate the current contract and proceed with a new contract with the student. If 
the student does not accept the alternative arrangement, he will send a written 
notice of withdrawal to Student Service Executive for refund processing. 


Student Service Executive will generate Withdrawal / Transfer / Cancellation 
Application Form via Student Management System and print it for student to sign. 
If student is below 18, parent / guardian consent for the withdrawal application is 
needed as well. 


5) Principal signs the Withdrawal / Transfer / Cancellation Application Form and 
passes the case to Student Service Centre and Admin Manager for processing. 


6) The Student Service Centre attends to withdrawal matters including: 


a. 


Update attendance records. 


7) The Admin Manager will administer the following matters if applicable 


a. 


b 
с. 
«. 
е 


Inform ICA to cancel the student's pass. 

Update CPE FPS Data File 1. 

Inform the FPS provider. 

Refund course fees. 

Application fee is refunded only in the case of non-commencement of course. 


10) College's Rules And Regulations 


The Rules and Regulations of the College with which all students must comply with Pra 
FF EDV Лара ST Se PRAES. 


1. Attendance +): 


a) 


b) 


c) 


Students holding student pass must fulfill ICA's requirement of 90% attendance. 
The College reserves the right to cancel student pass if student continues to 


miss class without valid reasons after being sent 2" warning letter. 90901Z BE Ў 
IDR Бе, SERENE EAE А ара АІ» 90% , t 
A 3X (ENRERE, AS RNAS ) XL ECHSISET3A TS , FR 
ANF RASH RASS BL. 

For other students who do not require a ICA student pass (e.g. SC / PR / EP / 
WP), the college requires a 75% attendance. ЎЗА iFAUS , н а БА 
2: P7596, 


If student absent from class without valid reasons consecutively for 7 days, the 
College shall inform ICA immediately to cancel the student pass and shall expel 


the student from the course. {ТП Eus) SESK , WERT , 
FRAZE Fike RSS Eure SE. 


Student must record at Student Service Centre if he/she is more than 10 
minutes late for class. Teacher reserves the right not to allow the student to 
enter the class and disturb class learning. The student must not leave the 


campus while waiting in the holding area. Сі) ( 3831053908 ) , BBE 
SIRS, SIMAME БАЈА ЈЕ ЛЕ EKRE. FERE JANE 
f$ , жада 15 

Students are required to place a priority on their attendance at all those things 


associated with being a responsible student in the College. It involves regular 
attendance for all classes, labs, College functions and as required from time to 


time. ЗЫ SE EWBABJUREENIES), BAHRA 262), ЗС 
. DR SADA eal. 


Absence #8 


Students are expected to be in attendance for all their commitments on official 
College days. Requests for absence from class will only be approved for the 


following conditions. ЎЎ Д За ЛЕ AA SEHR. REBATIS 
ЛЯ RCE : 


a) A medical certificate must be submitted when a student is absent for 
illness. SA gai RVI KA ERAS. 

b) A letter from parents must be presented to the Student Service Centre when a 
student is absent for urgent personal reasons. 3315891), ROR 
Takin AOS ills ARS. 

c) A student taking early leave from College (for illness, appointment, or other 
reasons), is required to have appointed Manager's approval. The student must 


also sign out at the Student Service Centre. 38854, (ў. FRY 
REWERA ) , SSX—B EAR. ERMA ARS hes 
AMR, 


d) Absence from College without approval, is considered truancy. Truancy is 
viewed as a willful absence from the College and may result in suspension or 


expulsion. зка ВПС НЎ, RAE R. В іа, HJ 
ВЕРЕ, 


Students must meet the following attendance requirements: #4 “7925S MLA BAY 
Шау : 


For students who are absent for 1 day without a valid reason, the Student 
Service Centre will call and give oral warning. Зас АЙ, SENS 
Sey ЎЎ, 


If the student continues to miss class for 3 days consecutively, Student Service 
Centre will send a first warning letter to the student and also send a copy to 


parents / guardian. 2125) 3 Хус, З НЕ — В+ 
BAIA EPA 
If this behaviour persists for another 3 days, the student is sent a second 


warning letter which is also copied to his parents or guardian. This second 
letter warns the student that if such behaviour continues, the college reserves 


the right to cancel his student pass. а 3 ЖУСА), SEU A 
ss BIB ЭН ВЫ а а А. КАК, FHRA 
FGK ZENE. 


Appearance (ў 


a) 


Students are required to be neat, clean and well groomed at all times. No 
slippers are allowed in the college. 22107795997 PASAKI. 4 
ASOT FEE LR. 

For female student, mini skirt can not worm, skirts should go below the knee. 
QE RRS ESRB TE , TET LR T WS RRR. 

Hair styles must be appropriate. Unkempt, spiky, outlandish, and dyed hair are 
not allowed. 0да), MIOR, ГЕРОЯЎ. 

Male students' hair must be short and neat. B44AN SAWS eM SST AY. 


Only female students are allowed to wear a pair of small, plain ear studs or ear 


sticks. RAAF УОЙ — ХУА EF AEA, 


Students are required to wear the Barclyne's tee-shirt in the college. #4744 


BOCER DAFEN. 


Student Conduct E1533 


Students are expected to behave at all times in an orderly, respectful and 
courteous manner. *É^EzSSETECE(IRSIBEBURUEEN CALAF, SEA. 


a) Loud, foul or abusive language in College or in class is not acceptable. EK; 
IBM ERWERBER EMAFI. 

b) Science Laboratories: Students must observe the safety regulations at all 
times. {#55393 : SEGETES ESSE REIRE. 

c) Pantry Area: The pantry area is a place for all students to use throughout the 
day. Students should keep the area clean after use. Z&zK NER] : AKARA 
—TAMABFESAAMAR. RES re RULE TR ET. 

No food or flavoured drinks may be consumed in the College premises. 2:701 
ERIAK EHRE 

Students are not allowed to sleep in class. #44 75a) LAGER Bins, 

All facilities in the College are provided for student use. Students are expected 
to respect what is provided for them and not abuse or misuse. ЎНУТ іе 
ABS (НЕМЕН , ARICA ei, 


IT equipment in classrooms is provided for teachers' use and/or for students’ 


project presentation only. IT i&$&(X (5m 1/ ax 54k FH TER E RIBUS. 
EIRAS. 


In-house School Rules 


a) Strictly NO LOCKING of classroom doors or playing with doors at any point of 
time by students. 


b) Caps should NOT be worn inside school premises. 


c) Students should be in school uniform at all times within school premises. They 
are not allowed to change into casual clothes even during breaks. 


d) Students are liable to pay the cost of any damages caused to school property. 


e) Use of mobile phones and other unauthorised electronic and mobile devices 
during curriculum time is strictly prohibited. Students are to surrender their 
mobile phones at the Student Service counter upon entering the school. Those 
spotted with a phone in class will face the following disciplinary actions: 


o 1st offence - Confiscated by teacher, passed to Student Service Officer and 
returned two weeks later. 
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2nd offence — Confiscated by teacher, passed to Student Service Officer and 
returned one month later. 


3rd offence — Confiscated by teacher, parents/guardians informed to keep 
custody of phones and may result in warning letter being issued to student. 


Students who arrive late for class (later than 15 minutes) will not be allowed to 
attend class until break time. They will be assigned to wait in a designated room 
to do self-study. Repeat offenders would be subject to disciplinary action and 
may be issued a warning letter. 


Students are not allowed to sleep in class. Those who regularly sleep in class 
despite repeated warnings from teachers may be asked to leave the classroom 
and referred to the Discipline Master for disciplinary action. 


Any flavoured drinks brought in by the students will be immediately passed to 
the Student Service counter or disposed of. 


Students should refrain from entering the General office unless they need help 
from the administrative staff. They are also not allowed entry to the Student 
Service Officer's workstation behind the counter. 


Application for Leave of Absence 


Student intending to apply leave of absence based on the grounds listed below are 


required to submit leave application form along with relevant supporting documents 
to the Student Service Centre for approval by appointed Managers on a case-by- 
case basis at least three (3) working days in advance. 


Reasons for Leave of Absence Number Days 
Allowed 


Compassionate Leave For Immediate Maximum up to 7 days 
Family Member 


2) 


Medical Treatment in Home Country Maximum up to 7 days 


3) 


Travelling Overseas (Term Break) * Maximum up to 7 days 


Note: (*) Students who are not travelling overseas during term breaks do not 
required to apply for leave of absence. 


Supporting Documents: 


International students who need to return to country of origin to seek medical 
treatment must submit the following documents: 
Student's Leave Application (BCI-FRM-5403). 
Letter from Singapore Registered Doctor stating the conditions of the illness 
and treatment required. 
Photocopy of air-ticket. 
Photocopy of hotel accommodation (if applicable) 


Upon returning to Singapore, student has to submit the following to the College: 
e Medical report from home country's doctor. 


7. General Matters —# 85 


a) Students are required to deposit their hand phones to the Student Service Centre 
before entering the classroom. The use of hand phones or any recording / games 
devices are prohibited during classes. A student will have the handphone / games 


gadget confiscated if he/she ignores this regulation. 5É^ETEHtWIZHJ , 


AEE PBT Баса FERA. ERR, MEE RBIS AHR Er EI аў АІ. 
TRADERS (Е РВЕВУА V , EIMAN. 


Using electronic device in college is only for learning purpose . Students must be 
aware that to misuse a electronic device is a serious breach of the confidence 
they have been given with such open access at all times. Therefore they must 


not: ES bc SE FHEB-T T7 УЕР 27), HEIRS Soin 7 mE 
ЛЕЕ ААХЕН. ERE HASTAS P1123 : 
To use the electronic device for gaming, streaming and any other activies not 
related to study. ERE EAE FA пас, fe AS SSS ZB 
ЕВ. 
Lend their personal password to a third party. SIE SEAT ЛЕҢ 
ВАВ. 
іі. Hack into another's account, use a computer for an illegal, criminal or 


commercial purpose. МЕЛІ , ИЗБА, ЯЕ BAAS n. 
iv. Send unsolicited mail, chain letters or spam AGAFCHOEAIAME, iH (Sah 
ip. 
Create or spread viruses, апа 61556967585, 
i. Tamper with the software or hardware. ру В ЫЯ, 


c) Student will assume full responsibility for any loss or damage to equipment, 
apparatus or college property used by them. They must report without fail any 
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loss or damage to items loaned to them. They may be required to make good the 
damage or 1055. 444 AGES SPINS BA smi RIAA. RA 
MSCS Е, fii Ji es — UJ Pre iS es BUT A Е, 


BCI Discipline — Rules and Regulations Ў іа -WUWA 
Counselling for recalcitrant offenders #S 7p 
Confiscation of items + 
Zero mark will be awarded for the tests / examination concerned Лі ay E іц 2557 


Suspension and/or expulsion from the course/College (55 /аў JA RESET 
BR 
Police and Immigration & Checkpoints Authority informed 185118575 &TZESIT 


Repatriation to homeland 232518, 

For offences which may tarnish the College image, disciplinary actions will be 
taken at the sole discretion of the College 32И, SR 
FFETEBKBUCOGE. 


The offender is responsible to pay any cost of damages, liabilities or legal 
charges accordingly MAYA es se f aA AAR SAS E LASER 8. 


Appropriate disciplinary actions will be taken accordingly as follows: ЎЎ 


АМЧ Не га, MAIL RABAT : 


1* Violation Verbal Warning 


2"9 Violation 1* Written Warning Letter 


3 Violation 2"9 Written Warning Letter 


4th Violation Final Written Warning Letter 


5th Violation Expel From School and Cancellation of Student Pass for 
International Student 


Late Payment of Fees І С 


If a student's College fee is overdue for more than 15 days, BCI will deem that the 
student has withdrawn from the course, and BCI shall cancel the student pass. УД 


RASHES Se 15 Ж, ЗОНТ ЈУРА ЈЕТРА, 
. No Refund of Fees З ЯЕ 


Once a student is deemed to have withdrawn from BCI or has been expelled by BCI, 
BCI's Refund policy Part E’s ‘Non Refundable Fees’ section will apply. 


ВЗА Н, FEBRE E 264349 "Non Refundable Fees" 281 


pA 
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. Renewal or loss of Student Pass, Passport or Student ID 8 ERR EE 
ПЕ, PARA FES 


The student is responsible to inform the College 2 weeks before his/her Student 
Pass expires. A A ZtESEAETEEUESUBBBURS 2 LBRO Ez. 

The student is to inform College immediately when the Student Pass / Passport / 
Student ID is lost. іа Eure Pea Sheet EMO WERL AIRS b. 


An administration charge of S$50 will be levied for services provided for the loss of 
Student Pass and S$10 for the loss of Student ID. These charges exclude all other 


fees and replacement cost which the student need to bear. 5É[pefsrlX$50 (EN 
ar PHI SE AE EET BU FH $10. E7958 E EM IECTISGEAR FH, i0 ERAI EUER вена 
FA, MoE aaa eA. 


Procedures And Implication Of Students’ Withdrawal 
From Course, Non-Attendance, Termination Of Course 
By PEIs 


1) A student who wishes to withdraw from a course he / she has already enrolled, 
must give written notice of his / her reasons for withdrawal. 


2) As date of withdrawal from a course determines the amount of refund money, 
notice to withdraw from a course should be given as early as possible. 


3) Further details оп this сап be found in our website: 
http://www.barclyne.edu.s 


4) Under the conditions set by the Immigration & Checkpoints Authority (ICA) on 
the renewal of student pass, a student must attain at least 90% of classroom 
attendance before the student pass can be considered for renewal. 
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Since the College takes a serious view of a student's non-attendance, failure to 
meet 9096 attendance may result in the cancellation of the student pass 
status. 


In all cases, a student should have valid reason(s) for not attending class 
regularly and must produce proper evidence (e.g. medical certificate from a 
registered practitioner, exam attendance, etc.) to justify any absence. 


A student who is absent from class for seven (07) consecutive days without 
valid reasons may be deemed to have withdrawn from the course. This may 
affect the renewal of a student's pass upon expiry and may even lead to the 
cancellation of the student's pass. 


In the event of any non-commencement and / or termination of the course by 
the College without good reason, we will undertake to make a full refund of 
the course fee paid by the student as per our Refund Policy, which is 
prominently displayed in our premises and in our communication materials. 


Transfer & Withdrawal Policy/Course Deferment & 
Extension/Suspension & Expulsion 


Transfer & Withdrawal Policy 


1) The college allows students to transfer from a course X to another course Y 
within the college with a payment of Course Transfer Fee. елі РЫС 


МХИ] Y VREETEAM E 28. 


2) Should a student transfer from course X to another course Y, this will be 
treated as a withdrawal from the original course X. Therefore withdrawal policy 
applies. The college will first cancel the current student pass for course X. 
Student will be transferred to course Y subject to ICA approval of student pass. 
The College will give the student a discount in the new course, the discount 


amount being not more than the un-used fee of course X. ЕМ X ERES] Y 
REN , 518017 ММ, BRIM XRRR., ЗЕНА 
BAFU ЗАВЕТЕ Y RE SDUATR RITA. ТЕТЕ ERT) 
A, Saber Seine. SEDEBAT AE Х RIAA AIS RBS. 


3) Should a student transfer from course X to another course Y, then withdraw 
from course Y during the 7 day cooling off period for Y, the refund policy 
applies to both courses. For example: if a student transfers course from X to Y 
30 days after course commencement, according to the refund policy applied to 
course X, there is 0% refund, so the unconsumed fee for course X that was 
applied as a discount to the course fee for Y is non-refundable. For the “top- 
up” portion of fee for course Y, student is entitled to the “Maximum Refund” 


amount stipulated by the college under its refund policy. 4EM X 1185] Y 
WER, fk 7 AUS AUHBPJX РЫ, RFRA. GIR, REARS 
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38/580 30 KM X 69] Y ца ft ХАТЕ, IRR 
0% , BD X ee YR, FEE Y RE IEE) WAR 
fe AE SBOE. 


4) A transfer to another private college is regarded as a withdrawal from BCI and 
the withdrawal policy will apply. #4248254} Pr Sous AiBS , Ale 
RRS BC ANTE 


5) For students who withdraw because they are successful in their application to 
educational institutions funded by the Singapore Government (the polytechnics 
or universities) and who can show an acceptance letter, the college may 
consider giving a token as award, amount is not more than the unconsumed 


fee. PACER ART IRE T SE EE BIA SES BATTU Pik (ВАН) 
80727532 SAS Mew RIAA SURE RAT 

6) For students who withdraw because they are successful in their admission to 
schools funded by the Singapore Government (government Pri. or Sec. 


schools) and who can show an acceptance letter, the college may consider 
giving student an award in the form of tuition, the total tuition fees should not 


be more than the unconsumed fee. ZÆ RADU (BUPA) R 
RMA ARZ (5 нЕ) IRS 279 eh ATA (thy а АЙ 
А-Л RAER 


7) If the student is below 18 years of age, the parent or guardian's written 
approval (with signature) for the transfer / withdrawal will be required. 18 Д 


RARE а mE S 1) PAB. 


8) The service targets for withdrawal / transfer are as follows: +118595 


ВЭТ : 


9) To complete (including assessing and replying to student's request, change of 
status of student's pass, refund made) the withdrawal process within 7 


working days; Jk 7 ^de зена ( eite due аі Ж, SRM 
FEIRAS Й 


10)То assess апа rely to student's request for transfer course within 14 working 
days and complete the transfer process within 4 weeks. F 14 TEH ATERN 


ВУ НОЯ, HE 4 AAS, 
A. Withdrawal Procedure 


ВСІ'5 procedure for withdrawal is as follows: 


a) When the student intends to withdraw from course, the student needs to 
inform Student Service Centre (SSC). 
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SSC will find out reason of withdrawal, explain about the student pass 
cancellation matters, calculate the amount for refund (if eligible) and 
administer the end course survey. 


SSC will generate Withdrawal / Transform / Cancellation Application Form via 
Student Management System and print it for student to sign. If student is 
below 18, parent / guardian consent for the withdrawal application is needed 
as well. 


The Principal may interview the student to understand his situation. 


Principal signs the Withdrawal / Transfer / Cancellation Application Form and 
then passes the case to the SSC. 


SSC passes the case to Admin Manager for processing refund. 
The SSC attends to the various withdrawal matters including 

- A Update attendance records 

- Issue attendance records to students 


- J Generate white card for departure 


h) At the same time, the Admin Manager will administer the following matters 


- . Inform ICA to cancel the student's pass 
Update CPE FPS Data File 1 
Inform the FPS provider within 3 working days 


Refund course fees, if any 


B. Transfer Procedure 


The procedure for student to transfer to another course within BCI is as follows: 

a) When the student intends to transfer from course A to course B within the 
college, the student needs to inform Student Service Centre. 

b) Student Service Centre will find out the transfer reasons and eligibility for 
transfer. 

C) Student Service Centre will check the eligibility for refund, calculate the amount 
for refund, and explain the matters of change regarding student pass and 
administer the end course survey for course A. 

d) Student Service Centre will generate Withdrawal / Transfer / Cancellation 
Application Form via Student Management System and print it for student to 
sign. If student is below 18, parent / guardian consent for the withdrawal 
application is needed as well. The College shall inform student in writing who is 
unsuccessful in his application to transfer to another course. 

Principal may interview the student to understand his situation. 
Principal signs the form and then passes the case to the Admin Manager and 
Student Service Centre for processing. 
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g) The Admin Manager attends the transfer matters including 


- . Calculate un-used fee for course A to be discounted from course fee for 
course B 
Refund fees of course A if applicable 
inform the FPS provider 
Update CPE Data File 1 
- . Cancel student pass for course А 
Student Service Centre administers the following matters 
- | Update attendance records 
Education Consultant will execute new Standard Student Contract with student 
for course B. 
Once contract is signed, Student Service Centre will proceed with student pass 
application for the course B. 
Upon receiving the payment from the student, Admin Manager will buy FPS 
insurance within 7 working days. 


Course Deferment & Extension 


1) 


The College allows students to request for deferment when there are 
extenuating circumstances are present, such as serious health conditions, 
pregnancy, or significant care-giving responsibilities arise. For international 


students who are in Singapore on a Student Pass, deferment has implications 
on whether the student may even be able to complete the course. As these 
circumstances go beyond its control, the College generally discourages 
deferment, though exceptions can be made on a case by case basis. 

Where a deferment is allowed, the length of time of the deferment is not 
included in the time period for completion of the program and deadlines will be 
adjusted accordingly. 


During the deferment, all supervisory processes are suspended. Students can 

neither undertake any academic or research work nor use any of the College's 

facilities during the period of the leave. During the deferment, the student will 

be considered to have ‘inactive’ status. 

No program fees or tuition fees will be charged during the deferment period. 

All deferment arrangements must be discussed as early as possible with the 

Student Service Centre so that appropriate adjustments can be made prior to 

the start date of the leave. 

Students who wish to defer course should submit to the Student Service Centre 

valid reasons with supporting documents where possible, using ВСІ” 

Deferment Form. The request should include the following: 

Reasons for the request; 

Length of deferment requested; 

Pertinent documentation related to the deferment request (e.g. if a medical 

leave, provide a letter from a qualified health practitioner). 

Requests for deferment are subject to approval by the Principal. Principal will 

inform the Student Service Centre of his decision. If approved, the Student 
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Service Centre will place a special notation on the student's record and notify 
the student of the College's decision. 

8) Students are to notify the Student Service Centre once they are ready to 
resume their studies. 

9) Ordinarily, the maximum length of a deferment is one (1) year. 

10) The policy of the College is not to allow course extensions, where a student is 
given an extended period to complete a course that other students in the same 
course would not normally be given. 


Suspension & Expulsion 


1) If a student is suspected of committing an offence, the Principal may set up a 
Disciplinary Committee to investigate the matter and to recommend 
appropriate disciplinary measures. These measures may include the following: 

Counselling for recalcitrant offenders. 
Warning letter may be issued to student. 
Confiscation of items. 
Zero mark may be awarded for the tests / examination concerned. 
Police and Immigration and Checkpoints Authority may be informed. 
Suspension and / or Expulsion from the College. 
Cancellation of student pass and repatriation to home country. 
The offender may also have to pay for damages, liabilities or legal charges. 


The College may decide to suspend the student in the following situations: 
a) Consumption of alcohol or suspected of substance abuse 
b) Cases under investigation by the Government authority or College 
Disciplinary Panel 
C) Physical or verbal abuse 
There is no refund to the student for the course fees that are consumed during 
the period of suspension. 


3) The College may decide to expel the student in the following situations: 

Stealing 
Fighting, hooliganism and extortion 
Absent without valid reason for more than 7 consecutive days 
Willful defiance towards College staff, teachers or management 
Malicious behavior that deters other students from being able to learn, 
whether it is serious classroom disruption or bullying, threatening, 
destructive, or violent behavior inside or outside of school that makes 
learning or active participation in a class difficult or impossible. 
Engaged in any form of harassment, including bullying and cyber bullying 
of students or other individuals on college grounds when the behaviour 
has a direct and immediate effect on maintaining order and discipline in 
the college. 

g) Serious infringements of the laws of Singapore. 

h) Serious actions or behaviours that tarnish the reputation of the college. 

There is no refund of the course fees, whether consumed or unconsumed, if a 

student is expelled. 


13) Feedback / Complaints (Include Dispute) Management 
Procedures 


Any feedback or complaint (include dispute) is important to the College. 


1) The college accepts feedback / complaints in hard copy (e.g. form, letter or 
fax) or soft copy (e.g. email, social media platform, online messaging) from the 
public, staff or students. The Grievance and Complaint Form may also be used. 
Upon receipt of the feedback / complaint, Student Service Executive will 
forward the feedback or complaints to the Principal who will indicate the 
relevant manager or staff to follow up. For serious cases, the matter may be 
settled directly by the Principal, or may be forwarded to the Management 
Team for follow up. 


2) The college targets to give an acknowledgement or initial response to the 
feedback / complaint within 3 days of receipt. In this acknowledgment, the 
Student Service Executive will inform that BCI will reply within 7 working days. 


3) The relevant manager who has been assigned to follow up on the complaint 
will investigate. He is expected to complete the necessary investigation and 
propose to the complainant a solution within 7 working days (He may use 
Reply to Grievance and Complaint Form, if appropriate). 


4) If the complainant accepts the solution, no further action will be pursued 
except to record and file the grievance and solution. 


5) If the complainant declines the solution, the grievance will be referred to the 
Principal who will review the case and offer a second solution. All these 
proceedings would be completed within 14 days and complainants are kept 
informed of the status. 


6) If the complainant still refuses to accept the second solution and before the 
maximum of 21 days, BCI will propose that the matter be resolved using the 
Dispute Resolution Scheme of the Committee for Private Education, which is 
described on the CPE website. This dispute resolution scheme may, where 
appropriate, involve the Singapore Mediation Centre (SMC) or Singapore 
Institute of Arbitrators (SIArb) as the mediation centres. 


NOTE: 

All informal feedback / complaints (including disputes) and the actions taken to 
resolve them are filed in the college's Feedback Log Book that also provides 
information on nature of complaint / grievance and the time taken to resolve. 


Information On Course Pre-requisites, Entry 
Requirements And Pre-placement 


It is our policy to provide as comprehensively as possible, information regarding the 
pre-requisites / entry requirements and pre-placement courses (if applicable) to 
students in a timely manner. This allows prospective students to make informed 
decision on the courses they intend to pursue. Our Education Consultants are 
trained to advise and to provide assistance on such matters prior to the students’ 
enrolment. 


Fee Protection Scheme (FPS) 


BCI uses FPS insurance scheme by Liberty Insurance to protect students' fees, and 
ensures that it complies with the requirement stated in CPE's Fee Protection 
Scheme Instruction Manual. Admin Manager monitors and ensures that the FPS 
scheme is renewed when necessary, and does not lapse. 


For more information on Edutrust Scheme for Education, please visit College 
website www.barclyne.edu.sg . 


Payment of Fees 

For FPS Insurance Scheme 

Upon receiving the payment, the college will buy FPS insurance for the students 
within 7 working days. If the student pays via e-banking, the college will buy 
insurance within 7 working days upon receiving the fund. 


Standard PEI-Student Contract 


The College also adopted the Standard PEI-Student Contract. All students are 
required to sign the Standard PEI-Student Contract before course admission. 
Samples of contract can be viewed at Committee for Private Education (CPE) 
website: www.ssg.gov.sg/cpe/pei.html 


College's Selection & Admission 


The enrolment of a student into BCI from the initial enquiry has the following steps: 


Student Selection 


1. Student enquiry 


2. Рге-соигѕе counselling 


Student application 


Academic English Entrance test 


Student selection 


6. Letter of Offer to the student 


7. Acceptance of Offer by the student 


Student Admission 


8. Student pass application (for international students) 


9. Student contract execution 


10. Payment of first instalment by student 


11. FPS protection and issuance of receipt to student 


12. Orientation for student 


Address of ICA: 

ICA Building, 10 Kallang Road, Singapore 208718 
(Located next to Lavender MRT station) 
Operating hours: 

Weekdays : 8.30 a.m. to 5:00 p.m. 

Closed on Weedend and Public Holidays. 


18) Orientation Program For Students 


Topic 


College Mission, Vision, Core Values and Culture а ар, Je 


= , MEDIIS 
Staff and Organisational Chart of ВСІ #MEIR=RAMWIEHR 
Standard Student Contract іа В 


Explain Fee Protection Scheme and issue FPS COI to student [Al 
^ERRERE Ee CePA RE 


College’s Policy on Courses (transfer / Withdrawal / Refund / 
Appeal for Examination/ Deferment from Course) 221296 ( $E 


3 385 | 3B] LR / HERB) 


Student Pass ICA Application Process 44} iF HIS 


Course Information іта 


Modes of Payment 5:259 4] 75 x, 


Singapore Environment $/rJig ES ENS 
Singapore Laws ТП 


Complaints & Grievance і RAS 


Courses And Opportunities ІП: 
Useful Information Ф а НЯЎ 


Other Useful Contacts Eth РВАЧ 


Student's Contact EEK 


Student Pass З4ЕЖ1Е 


College’s Rules & Regulations 552171] RAVE 


Student Support Service 4Е 3625: 


Other Important Matters Et; HEIN 
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Staying Healthy& Insurance (REE ge REARS 


FPS COI ^£ ?t f n 


Student Handbook 44 = 99 


Study Guide #2755 


Q and Аа 


Surveys ў аі 


Student Service 


The Student Service Centre aims to help the students to have a smooth transition 
from their homeland to studying in the College by providing a whole range of 
services. These may include: 


1) Airport pickup 
2) Accommodation (hostel) arrangement. 
3) Student orientation programme by BCI staff (*) 


4) Tuition programme and an individual study plan based on each student's 
learning needs 


5) Counselling service 
6) Renewal of Student Pass 
(*) Compulsory for students 


Basic pastoral counselling, if needed, is provided by the Student Service Executive 
or by the Care Persons or form teacher. Where cases are deemed to require 
professional support, BCI will refer the student to a team of external professional 
counselors. 


Appeal For Examination 


The appeal process must be fair, without compromising the integrity of the 
assessment process. You, or your external academic partner, must allow at least 
seven working days from the release of assessment results for students to submit 
an appeal for results/ awards and to release appeal results within a reasonable time 
from the date of appeal. 


Students who have not passed their modules may submit an appeal for review of 
results through the Student Service Executive giving their reasons. This appeal 
must be submitted within 1 week of the release of exam results, together with 
payment of the required fee. The Student Service Executive passes the Appeal 
Form to the Admin Manager, who obtains the response from the teacher/marker on 
the merit of the appeal. She then submits the appeals with the teacher's response 
to the Exam Board for decision. 


The Admin Manager updates the decisions of the Exam Board in the school 
management system, and informs students of the outcome of their appeal. 


The college works within the following time-lines for processing and release of the 
final exam and appeal results: 


(a) Release of final exam results — within 4 weeks after completion of the final 
paper of the examination. 
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(b) Release of appeal results — within 4 weeks from the official date of release of 
the exam results (or 3 weeks from the close of the appeal period). 


The college returns the exam scripts to students after 4 weeks or more from the 
official date of release of the exam results. 


A student whose appeal is unsuccessful may apply to the college to take a re-test 
with payment of a re-test fee. This application must be submitted within 1 week of 
the release of the appeal results. If the student fail the re-test, he must either 
repeat the module or take a new module in order to accumulate the required 
number of passed modules for graduation. 


Confidentiality Of Students' Data 


The College's policy is to treat all student data, course assessment materials and 
results as confidential and strictly for internal use only. The College will use student 
data that it collects only for the purposes indicated. Consent will be sought from 
students for the use of students' data beyond the original intent of data collection, 
unless requested by government agencies. 


It is also the College's policy that confidential data should be stored in a secure 
manner to protect that confidentiality. These policies would also cover course 
assessment materials and students' results. 


